
Cadet Command and Staff Course

Part 1



About the Course

Goal: Introduce cadets to best practices for leadership 

development through cadet staff service and 

standardize cadet organization implementation

Blocks of Instruction:

Vision, Goals, and Training Schedules

Roles, Responsibilities, Organizations

Cadet Development, Opportunities

Formations

Promotions and Ceremonies

Recruiting, Onboarding, Retention

Cadet/Senior Partnership

Schedule



Seminars

• Seminars are mostly guided discussions.

• Students come from several squadrons and can 

share ideas.

• All questions, ideas welcome

• Maximize your participation to maximize course 

value!



Ground Rules

Collegial atmosphere with lots of discussion

Validate your local practices

Focus on the big picture

Standardize on regulations and best practices

Call out „Rabbit trails‟

Call out „He said/she said‟

Short breaks after each seminar

Administrative notes:

Restrooms

Food & beverages

Cell phones



Introduce Yourself

Who are you?

What‟s your role in CAP?

What do you do in the real world?

What is something interesting about you?



Your Expectations!

Each student should offer at least one 

expectation of the course.



Strategic Overview of the Cadet Program
BLOCK: 1



The Cadet View

You‟re 14 years old. What does being a cadet 

mean to you? What excites you about CAP?



The Long View

You‟re the governor. What good do you see 

coming out of the Cadet Program? 



Cadet Program Mission

The mission of the Civil Air Patrol Cadet 

Program is to provide the youth of our nation 

with a quality program that enhances their 

leadership skills through an interest in 

aviation, and simultaneously provide service 

to the United States Air Force and the local 

community. 



Cadet Program Beginnings

• 1 Oct 1942 – Capt Hoyt

• Adults sponsored a cadet age 15-17 

• Within 6 months, 20,000 cadets enrolled

• Post-War – Maj Gen Lucas Beau

• Certificate of Proficiency, Pilot Training, E-3

• Increasing max age to 20, then 21

• IACE, National Drill Comp, Jet O Course

• Mid-1960 – Jack Sorenson

• AE Curriculum Professionalized

• Modern Cadet Program, Phases, Milestones

• Famous Cadets
• First CAP Cadet to become a Wing Commander (Florida) Samuel H. duPont Jr

• First CAP Spaatz Cadet (#193) to become a Wing Commander (Nebraska) Richard L. Anderson

• First CAP Cadet to become a four star Air Force General Bennie Luke Davis, USAF

• First CAP Cadet to become an Astronaut Frank Borman. (Apollo 8)

• First CAP Cadet to become Chief Master Sergeant of the Air Force James C. Binnicker, USAF



Cadet Program – by the numbers



Regulations



Important Series

• 10 Series – Paperwork!

• 35 Series – Membership 

and Personnel Matters

• 39 Series – Uniforms and 

Awards

• 52 Series – Cadet 

Program

• Tongue and Quill

• AFMAN 36-2203



CAPR 52-16

• Always start here!

• Program 

Administration

• Cadet Advisory 

Council

• Cadet Activities



Pamphlets

• Staff Duty 

Analysis Guide

• Cadet Advisory 

Council Guide

• CPFT Guide

• Cadet Staff 

Handbook

• Cadet Great 

Start



Forms



Today‟s cadets . . .  Tomorrow‟s aerospace 

leaders



Vision, Goal Setting, Measurements

BLOCK: 2



Some definitions….

• Vision: Defines the desired or intended future state of an 

organization or enterprise in terms of its fundamental objective 

and/or strategic direction. Vision is a long term view, sometimes 

describing how the organization would like the world in which it 

operates to be. For example a charity working with the poor 

might have a vision statement which read "A world without 

poverty"

• Mission: Defines the fundamental purpose of an organization or 

an enterprise, succinctly describing why it exists and what it 

does to achieve its Vision.

• Strategy: Strategy narrowly defined, means "the art of the 

general" (from Greek stratigos). A combination of the ends 

(goals) for which the firm is striving and the means (policies) by 

which it is seeking to get there.



Group 5 Cadet Programs

Vision:

Healthy cadet programs at each squadron, 

leadership development opportunities for 

cadets in each phase, cadets achieving their 

goals, recognized for excellence.

Mission:

To assist the squadrons in developing 

healthy, growing cadet programs that provide 

opportunities for each cadet to achieve their 

goals.



S.M.A.R.T. Goals

• Specific

• Measurable

• Attainable

• Relevant

• Time-bound



SMART….or not so SMART?

• Make the squadron better

• Recruit a bunch of cadets

• Get into emergency services



Reference Examples

• Form, outfit, and train a cadet color guard proficient in all 

standard color guard maneuvers. March in our town‟s Memorial 

Day and Veterans‟ Day parades and compete in the wing color 

guard competition. 

• OPR: Leadership Education Officer & Cadet First Sergeant

• Participate in the model rocketry program. Provide classroom 

training leading to the squadron building and launching model 

rockets, using the CAP Model Rocketry handbook as a guide. 

Have 15 cadets earn their rocketry badges. Investigate the 

possibility of inviting local Cub Scouts to attend a rocket launch. 

• OPR: Aerospace Education Officer

• Conduct a Cadet Open House in May and September, targeted 

at the 7th and 8th grade students in our local area. Orientate 

cadets using the Cadet Great Start program. By year‟s end, 

have increased cadet membership by 10%. 

• OPR: Deputy Commander for Cadets & Cadet Commander



Timelines

• One Month Prior to Year Start

• Evaluate mission and vision for relevancy and 

• Establish goals for next year

• Determine strategy to accomplish goals

• Start of Year

• Publish goals and high-level year schedule

• Every Quarter

• Review progress towards goals; adjust strategy as needed

• Plan next quarter‟s schedule 

• End of Year

• Review progress, lessons learned, celebrate success, own 

failures

• Repeat



Assignment 1

• Develop a 1 year vision for your unit

• Three SMART objectives that will propel the 

unit to achieve the vision

• Remainder of hour to get started

• Bring completed to Part 2 for class feedback



Cadet Staff Positions: 

Roles and Responsibilities

BLOCK: 3



Overview

• Cadet Staff Position Overview

• “Book” Definitions

• CAPR 20-1 Organization of Civil Air Patrol

• CAPP 52-15 Cadet Staff Handbook

• Practical Examples

• Before, during, and after weekly meetings

• Leadership development through position service



Element Member

• Learn the basics of cadet life

• Self-Discipline

• Responsibility

• Initiative

• Communication

• Drill, Uniform, Customs, Knowledge

• Promote!



Cadet Element Leader

Key Duties

• Prepare the element for 

inspection

• Debrief the element after 

inspection

• Pass on Information

• Motivate the Element

• Lead in Drill

• Answer Questions

• Keep Superiors informed

• Prepare for the future: Flight 

Sergeant



Cadet Flight Sergeant

Key Duties

• Instruct cadets in basic 

subjects

• Motivate and discipline 

the flight

• Serve the team

• Lead in drill and 

ceremonies

• Pass on Information

• Take responsibility for 

the flight‟s cadets

• Prepare for the future: 

First Sergeant



Cadet First Sergeant

Key Duties

• Lead cadets in PT

• Lead cadets in drill and ceremonies

• Safeguard CAP facilities and property

• Participate in inspections

• Keep cadets safe

• Counsel cadets – discipline

• Train cadets in the basics

• Provide personnel and admin support

• Pass on information

• Support the cadet commander

• Prepare for the future: Flight 

Commander Not a time-keeper!  This is 

the flight staff responsibility!



Cadet Flight Commander

Key Duties

• Instruct cadets

• Motivate and discipline the flight

• Mentor the flight sergeant and 

element leaders

• Set goals for the flight

• Coach and counsel cadets

• Lead and supervise drill and 

ceremonies

• Prepare for the future: Deputy and 

Cadet Commander



Cadet Deputy Commander

Key Duties

• Manage day-to-day cadet 

operations

• Supervise and mentor flight 

commanders

• Monitor inspection programs

• Recommend duty 

assignments

• Command the squadron

• Prepare for the future: 

Cadet Commander



Cadet Commander

Key Duties:

• Set goals for the squadron

• Establish plans, policies and 

procedures (think SOP)

• Coordinate cadet staff activities

• Make personnel recommendations

• Direct the cadet corps

• Promote excellence

• Lead formations and ceremonies

• Prepare for the future: Group, 

Wing, Region, Ntl Programs, 

Senior Membership, Adulthood



Executive Officer

Key Duties

• Supervise and coordinate 

cadet support staff 

activities

• Manage the cadet corps‟ 

mission support functions

• Develop and/or help 

maintain websites, 

newsletters, rosters, 

calendars, and a cadet 

supply system

• Manage local personnel 

programs, like uniform 

inspections records and 

the cadet of the month 

program



Support Staff

• Cadet Leadership Officer

• Cadet Aerospace Officer

• Cadet ES Officer

• Cadet Finance Officer

• Cadet Admin Officer

• Cadet Safety Officer

• Cadet Supply Officer

• Cadet Comm Oiffcer



Cadet Development

BLOCK: 4





Let‟s go back…

• What do cadets „get‟ from CAP?

• Challenging responsibility

• Mentoring from great leaders

• Amazing opportunities



Stretching cadets

• Cadet Staff Service

• Ready to learn, not necessarily proficient

• Ready for promotion?

• Dedication, willingness to learn

• Leading 3, 9, 25 cadets?

• Growth comes in steps, appropriate to experience



The goal

• Every cadet should progress from:

• Element Leader to

• Flight Sergeant to

• Flight Commander to

• Command Staff to

• CAC, Encampment, Wing Activities!

• You have a responsibility to help every cadet 

you lead to grow into your position.



Mentoring

• Organizational Mentors

• Flt Sergeant mentors Element Ldrs

• Flt Commander mentors Flight Sergeant

• Deputy Commander for Cadets mentors Cadet 

Commander

• Role Model Mentors

• Inside and outside the unit

• When does this happen?

• Immediate feedback during meetings

• Long-term and deep feedback in between 

meetings



Mentoring Tools

• Promotion Review Board

• Main purpose is to give feedback

• CAPF 50

• Once per phase min, each review board if used

• Weekly 1:1

• Review performance, improvements, feedback

• Quarterly People Reviews

• Review every cadet to determine growth 

opportunities needed, mentoring, feedback



Leadership Feedback Meetings

How frequently are 
feedback meetings held?

What‟s the goal of the 
feedback meeting?

What principles should 
guide mentors?

Process: CAPF 50-x



Cadet Organization Structures

BLOCK: 5



Overview

• Purpose of a cadet staff

• Anatomy of the squadron staff

• Designing a cadet staff

• Staff selection process



Purpose

• Organize for mission success

• Military command

• Business

• How does this cadet affect cadet 

organizational structure?

• What‟s the mission?

• What‟s success?



Small, bottom heavy squadron



Small squadron with a few NCOs and one officer



Large, bottom-heavy squadron



Large squadron with many NCOs and officers



Senior Structure



Designing the Cadet Staff

• Scalable organizational charts

• Best case – growing – add flights, add positions

• Flight Composition

• Great Start

• Junior Phase 1

• Senior Phase/Junior Phase 2

• Term limits

• 6 months, rotate from line to staff, or up



• Staff Selection Process

• Who picks the cadet staff?

• Applications, Interviews, Decision 

Communication

• What do cadets need as they begin a staff 

job?

• What do cadets need as they conclude a 

staff job? 



Assignment 2

• Propose cadet staff organization for the next 

3-6 months

• Document leadership development achieved 

through staff service

• Document next career step for each cadet 

staff cadet

• Document how flight cadets will grow

• Work on for remainder of hour

• Present during Part 2 for class feedback



Training Schedules
BLOCK: 6



A Visit to Hometown Cadet Squadron

1828 Squadron commander arrives with key to building.  Meeting is supposed to begin in 2 minutes.

1833 Only half the active cadets have arrived. Commander decides to delay formation, hoping more will show.

1841 Opening formation begins.  10 cadets are present.  Pledge of Allegiance and Cadet Oath recited.

1842 Uniform Inspection; seems to take more time than is necessary.

1854 Drill:  Random commands. Not much instruction. Objective is unclear.

1930 “Flight Commander‟s Time” A C/TSgt lectures cadets on how to prepare for encampment, telling them their poor 

attitudes won‟t be tolerated there. Encampment is 38 weeks away. 

1945 Break: Cadets casually chit-chat. No refreshments served. No substantive administrative business conducted. 

Break seems to run long, like they‟re trying to run out the clock.

2003 Aerospace:  AEO is not present at meeting. Some discussion about whether he even knew AE was scheduled 

tonight.  Squadron watches 41-minute documentary on the Space Shuttle instead.

2050 Closing Formation:  The squadron is formed. The commander discusses the upcoming wing conference.

2104 Dismissal.  The commander dismisses the squadron.  Following official dismissal, two cadets speak up about not 

having phone & email rosters. A cadet NCO asks if the color guard can meet this Saturday; detailed discussion 

about the logistics ensues. Another cadet wants to see if any of the service coats in the unit‟s supply locker fit 

her. 

2119 Frustrated mom tells cadet son to get moving, it‟s a school night and it‟s time to go home. 

2132 Last few members of the squadron leave. 

One month later: The squadron is down to 7 active cadets.



Overview

The quarterly plan

Elements of the weekly meeting

Great activities every week

Planning the meeting

The annual calendar

Group and Wing Activities



The Quarterly Plan

What do you want to accomplish next quarter?

What are the benefits of following a quarterly plan?



Elements of the Weekly Squadron Meeting

Opening formation 15 min

Emphasis item 15

Core curriculum 50

Break & admin time 10

Special training 50

Closing formation 10

Total 2.5 hrs



Great Activities

What do cadets want from their Tuesday night?

What are your success stories?

How do you take a leadership role while still 

ensuring the activities are of high quality?



Great Activities

1. A senior or 

experienced cadet 

officer meets with the 

cadet to discuss goals 

& vision for the activity

2.  Cadet begins 

to do some 

thinking and finds 

and personalizes 

a lesson plan. 

Cadet should rely 

on published 

lesson plans vs. 

original work

3.  “Check Ride.” 

Cadet presents 

their ideas in 

depth to the 

cadet officer or 

senior, who 

provides 

mentoring and 

quality control. 

Postpone the 

activity if the 

cadet is clearly8 

not ready to lead.

4.  Squadron 

Meeting. Cadet 

leads activity or 

class.

2 Weeks Prior 1 Week Prior D-Day

Suggested process when cadets lead activities:



Planning the Meeting

How do you 

plan a good 

meeting? Who 

does what, 

when, and how?



Planning the Meeting

1. Cadet officer or 

senior begins drafting 

detailed meeting 

schedule

2.  Cadet officer 

coordinates 

details with staff 

officers; submits 

proposed 

schedule

3.  Commander or 

deputy reviews 

and approves 

schedule. If the 

cadet fails to 

deliver it on time, 

they lose the 

privilege of 

planning the 

meeting

4.  Commander 

or designee 

publishes the 

schedule, asking 

all members to 

prepare 

accordingly

5.  Squadron 

Meeting: 

schedule is 

implemented

2 Weeks Prior 1 Week Prior D-Day

Suggested procedure for developing a meeting schedule:





Monthly Activity

Balance Squadron activities with other echelons



Summary

• What are the hallmarks of great squadron 

meetings?

• What does it take to have these great 

meetings?

• What are the bad practices we want to 

avoid?



Assignment 3

• Prepare quarterly schedule for Jan – Mar 

2011 to accomplish vision and goals

• Ensure all program requirements are met

• Identify instructors/OPR, detail reviews

• Identify monthly activity

• Document progress towards objectives

• Work on for remainder of hour

• Present at Part 2 for class feedback



Squadron Formations



Fundamentals



More fundamentals



Forming the Squadron in Line



Forming the Squadron in Line



Squadron in Line



Squadron Alignment



Inspection



Dismissing the Squdaron



Squadron in Column Formation

• This is how the squadron 

moves from one place to 

another

• Think encampment – Pass 

in Review



Meeting Formations

• Opening Formationstart of every meeting

• Inspection – immediately after opening 

formation, no more than 10 minutes

• Award Presentations – beginning or end of 

meeting

• Closing Formation – end of every meeting

• Dismissal means cadets are released to parents



Assignment Reminders

• Projects

• Vision and Goals

• Cadet Organization Chart and career paths

• Quarterly Schedule

• OPR: C/CC

• Leverage your staff to complete these 

assignments



Temperature Check

• Content?

• Speed?

• Discussion?

• Delivery?


